Associated Students of the University of Arizona

Executive VP Appointments

2007 b 2008

Hey Wildcats!

It's time to start another exciting and successful year for student government at
the U of A. We’ve had a productive year for our many programs that have set a
new momentum we can’t wait to keep up! However, ASUA is only as influential and
successful as its students.

The students that step up to be the next leaders, whether applying for ZonaZoo
Crew or Appropriations Board, all have one thing in common —-passion. The time
and creativity that goes into this organization is a direct contribution from the
diverse and talented individuals that work day in day out in our office.

And more importantly, in the countless hours we devote to putting on these
activities for campus, we find some of the most memorable moments and best
friends in our college experience.

Your contribution to ASUA will change this campus, and we look forward to hearing
your ideas and aspiration in taking ASUA to a new level!

Bear Down,

Tommy Bruce
President Elect

Jessica Anderson
Executive Vice-President Elect

Jen Dang
Administrative Vice-President Elect



Executive Vice-President Job Descriptions
Chief of Staff

The Chief of Staff is a position designed to work side by side with the Exec. VP in all functions of the
cabinet, attending all requested meetings and serving as a resource to staff. In addition, the Chief of
Staff shall:

- Be responsible for accurate minutes for all Senate and Appropriations Board meetings;
ensuring that minutes are made available in accordance with bylaws.

- Be trained as club advocates, so that he or she may fill in for club advocates as necessary.

- Assist with Exec. VP projects including, but not limited to, the coordination of club visits,
oversight of senate projects, and organization of Appropriations Board.

- Serve 15 hours each week.

Club Advocates

Club Advocates perform some of the most important services that ASUA provides to the student body.
Their duties include visiting clubs and organizations on campus and advising them on club funding
procedures, event planning, and university structure. In addition, the five (5) club advocates shall:

- Act as liaisons to the 500+ clubs on campus and organize personal visits to all of the clubs in
conjunction with other staff members of the Exec. VP Cabinet.

- Have a working knowledge of all ASUA and university funding guidelines and be able to
articulate those guidelines to clubs and organizations.

- Assist campus clubs and organizations in preparing and presenting funding request and
appeals.

- Work with ASUA Accountant in accounting for funds allocated to and spent by campus clubs
and organizations.

- Act as ex-officio, non-voting members of the Appropriations Board.

- Manage the ASUA Club Resource Center and Club Information Database.

- Serve fifteen (15) hours each week.

Appropriations Board Directors

The ASUA Appropriations Board shall act as a completely unbiased fund-allocating body to the ASUA
Senate for all ASUA recognized clubs and organizations. All of its procedures shall ensure fair and
proper allocation of funds in accordance with the ASUA Constitution and Bylaws. In addition, the
seven (7) Appropriations Board Directors shall:

- Serve as the voting body of the Appropriations Board

- Give testimony to the ASUA Senate on issues pertaining to club funding.

- Attend all scheduled Appropriations Board meetings

- Uphold the highest standard of ethics in all decisions made on behalf of their position as
Appropriations Board Director.

- Guarantee equal opportunity for all qualifying clubs and organizations that wish to apply for
ASUA funding.

- Serve three (3) hours each week.



Executive Vice-President Appointments
2007-2008

Personal Information

Please rank 1 to 3 the following positions for which you would like to be considered:

Chief of Staff

Club Advocate

Appropriations Board Director

Name:

Tucson address:

Permanent address:

E-mail address:

Tucson phone: Summer phone:
Year in College: Major:

GPA (above 2.0): Units now enrolled:
Units taking next fall: Units next spring:

All statements I have made within this application are true, to the best of my knowledge. 1
understand that if any information or statement that I have presented is found to be false,
my name will be removed from consideration for the position(s) for which I am applying.

Signature Date

Additional Application Requirements

1) Include a one-page resume detailing campus involvement, jobs, honors, etc. Each
item should include dates of involvement and general weekly time commitment.

2) Optional: Include a vision for the position that you wish to hold in ASUA next year
and any supporting documents that you feel will help illustrate your vision.

3) Please attach typed responses to each of the questions below (not to exceed three
pages).

a. Why do clubs exist on campus and how can ASUA enhance their experience?

b. Because ASUA is such a vast organization it is vital that we function as a
team, what skills do you possess that will cultivate this environment?

c. What are you passionate about? Why?




Job Description Information Sheet

Fill in:

Name (Print) Position

Specific Responsibilities:
Please look at Job Description for your area.
General Responsibilities:

Recruit and retain a working committee of volunteer students.
Coordinate committee meetings (minimum of two per month to be held on campus).

Post and maintain office hours each week pertaining to your area.

Adhere to proper accounting requisitions procedures in ASUA.
All stipend officials must be on University Payroll no later than Monday, October 1, 2008.

Learn proper use of computer hardware and software including: e-mail, Internet list serves, Macintosh
computers, Meeting Maker and other.

Participate in weekly meetings coordinated by the President and Vice-President of your area.

KK KKKKKK

Must be enrolled as a student at the University of Arizona and must maintain a minimum cumulative GPA of 2.0
or above. Also must successfully complete a minimum of seven (7) units each semester. For Graduate Students,
a minimum of three (3) units for graduate students and 3.0 cumulative GPA. In addition, at the end of each
semester the ASUA Advisors will conduct a grade check.

Other duties as assigned by the President or Vice-President(s).

K K

If your position requires you to have keys to filling cabinets, office doors etc. Those items are university property
and must be turned in when your term has ended. If you are terminated or resign your position, you must
turned in all items within 24 hours of end of employment. In addition, if you are terminated or resign you will
have 24 hours to clear out the assigned office or cubicle space.

¥ 1 your position requires you to drive an university vehicle must have at least two years driving experience, and
pass a University of Arizona driver’s registration and motor vehicle records check,

Misc.:

¥ Term of office is May 1, 2007 until April 30, 2008.
(The ASUA Senate must confirm all appointments on May 2, 2007 for term to begin.)

{{All appointed and elected officials must attend a mandatory staff retreat
all day Saturday, August 25, 2007))

A stipend amount to be determined later will be paid for satisfactory completion of responsibilities outlined in this
job description, and upon completion and processing of the necessary University paperwork.

I have read and I understand the information given to me for the position I am applying for.

SIGNATURE DATE
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Date Received Area Head Initials

Department




